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Forms Management Branch Report
Tor
Calendar Year 1960

I. General Stetistical and Coet Date

1.

2,

3.

Completed 1077 forms analysis projects resulting in the
development of 150 new forms, improvement of 229 old forms and the
eritlcal review of 698 reprint reguests.

These actions lesd to the printing of 35,933,470 copies costing
an estimeted $230,384. Annual costs of using these forms
(sbout 20 times greater than printing costs) sre spproximately

$4,607,680.

Three hundred and twelve forms were cbsoletéd, the second
largest nurber in the past ten years. This brings the ten year
total fo 1733, which in lsrge measure accounts for the fact
that Agency controlled forms have consistently been held to
2000 or less. As of 1 Jsnuary 1961 there were 1790 approved
forms in existence.

II. DTangible Dollar Benefits

The following are representative of the tanglible benefits resulting
from the 1077 forms analysis projecte and other miscellaneous
Branch projects. Many benefits not completed are intmnglble or
would have taken too much time to compute.

i

2.

3.
k.,

Conbined Form 695, Project Record with Form 122, Request
for Information, thus cbviating the anrmal storage and
handling of three cubic feet of records. $ 1Th.

Obsoleted an OTR Training Schedule Card, Form 1064 by
gubstituting one part of the three-part Request for

Internal Training, ¥Form T73. 200.
Reduced the size of a Project Control Record, Form 619, 350.

Retlired three cuble feet of records 4o the Records Center
and destroyed S% cu. £t. in the office {One of which was

at .the New Bullding Site.) 487.
Prevented creation of a new Document Control Record. 500.
Reduced copy distribution of Forms Indicles. 500
Eliminated duplicate typing of| |name checks. 900.

Inproved procedures and forms used in MRD proceasing of
passport data for the Office of Personnel. 200.
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10,

11,

17.

Twprove three FBID Logs and reduced frequency of
preparation for wenitoring broadcasts. ‘ 1,280

Prevented stenci) retyping caused by use of old
nesters. 3,000

Tuproved the Msster Immunization Record and related
filing System. 4,380

Bliminated FBID logging of OCR disseminated material. 4,580
Converted warehouse stock of 106,000 sets of 1K series

forus from dual offset wasters to 212,000 single
wasters, thus preventing westage of 106,000 mseters and

ra~procurement of s like smount of cut masters. 7,420
Consolidated four Industrial Register forme; two of the

Tour were then cbsoleted. 12,111
Ivproved the OCR Batoh System 15,330

« Ead contrector replace 60,000 faulty

mesters w/out cost to Govermment. $ 600
» Prevented unnecessary retypes by

preseribing use of Columbis M50

Mylar typewriter ribbons in OCR, 6,000
« Pravented unnecegsary procurement

of long-run offset wasters by prov-

ing to OCR that medium-run mate

would do, 5,000
+ Blinminated unused pinfeed featwre

from waster; reduced quantity ordersd;

rejected excessive did, then rebid. _gi‘rgo

-’ E )

Improved Cowputer Forus and Systems. 26,59%
« Reduced size of OCR Listing (Form 1761)

from 11" high to 10" high to permit

vortical £1ling 4n sefes. $ 21k,
+ Disapproved proposed OTR form. 1,500
+ Reduced printing cost of five forus

by "Gang Bidding”, thus obteining s

gquantity discount of 154. 1,800
» Changed personnel action forus and

systens (0P and Computer personnel

share credit here.). 223086

§25,
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18. Iuproved Dspatch Forus end Procedures. 33,510

« Prastic revision of forus and related

systems, $10,000
« Consolidated Of Dispateh overprints. 320
« Prevented destruction of 185,000

sets of the old Dispateh forms by

requiring the fleld to use them. 6,000
. Prevented efoption of nmumercus pro-

posals {including E8 60-510 vhieh

would have also preclassified forms

SECRET) to increase size of set from

6 %o 9 parts which kept the Agency

from spending $3,190 in inoreased pro-

gurement costs and $14,000 in additional

pouch costs to ship larger and heavier

sats overseas. g%%
$33,

19. Iuproved Information and Intelligence Reporting

Forua and Systems in CIA and the USIB Agencies. k1,040
+ Becured free modification of Army's _
Offset Systems Presses. 1,500

« Benoved 63,000 faulty CIA Informetion

Report Mesters frow supply systeun,

thus preventing retyping of an

estivated 31,500 completely unsuitable

vagters and the unnecessary reproduc-

tion of 7,875 of these Taulty masters.

Inoludes value of mesters replaced by

ths Contractor w/out cost to the

Government. 19,315
. Disapproved an 00/C proposel for pink

stripe run-off paper for 00-B Reports..5,000
» Sombined two Intelligence Exchange

Forus. 1,500
» Converted Report Cover Sheet, Foru

46T from cut sheet to serbon-inter-

lsaved ped, thus providing versatile

setz to meet verying needs, 675
+ Changed Shipping Category on Informe-

tion Report Forue ls apd 1b from III

to II, thus reducing pouch costs $1.81

per 1b. on shipments of 6,657 1bs, 12,0%

7 ]

20. TOTAL TAMGIBIE BENEFITS $15k,256
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IIT. Sowe Intanzible Beusfits of Forms Mepsgement

1.

2.

3

k.,

5

6.

Working with RC/RQM/DDP, instructions on the care and use of
offset masters were developed and distributed to reports
produeing DDP end DDI components., Distribution was alsoc
wade to Army Intslligence.

Developed and disseminated detailed procedures on "How
To Procure Other Government Forus Used By CIAV.

An inproved version of Form 30, Request For Approval Of
Forn was developed and published together with s new
Specificetion form, Form 30b. Both forme will fmprove
prograw operations.

A survey, Review of Agency Forms, inttiated by the Support
Progedures Committes, was coopleted by the wajor support
gomponents of 08, the DDY and the DDP. The support son-
ponents of DOS elimineted or coumbined with othexr forms a
sotal of 110 forms. DDI elimineted 31 and IDP eliminated
k9. However, only a portion of these 190 forms thus effected
vere a direct result of this survey. Many were attributable
t0 the Branch's snnual Porms Status Burvey. The principle
benefit of this survey was that the luportance of forms was
trought to the personsl asttentlon of the top echalon of
Ageney management.

Comnittes collected 525 bootleg forms (235, or
45 worwneh vere preclassified) from 9 DD/P Divisions and
Btaffs. 8 Divisions snd Staffs 414 not participate. These
ineluded 99 logs, 79 statistical reports, 68 personal date
forms, 87 memos, 33 routing sheets and 20 time and attend-
ance reports. A gontinuing enalysis is being mede to elimi-
nate and consolidate these forus,

As the RCA 501 Computer became operational this staf? has
become unceasingly active in modifying old forus and develop-
ing new ones to weet changing requirements for both input and
output documents as wall as for related feeder forms. Twenty-
three such forms were handled this year.

IV, Training and Related Professional Activities

1.

Farticipation in professional socisties.
Agtive

. Helped found the Forwme Menasgement Council and was
elected its first Chsirwan, Also elegted Vice-Chaivman
of the Inter-Agency Records Administretion Conference.
Chailred peversl IRAC and FMC meetings and was elsc princi-
yal spenker at several such meetings.
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Passive

All staff menmbers attended meetings ofi

« Inter-Agency Records Administration Conference.
« Inter-Agency Management Analysis Conference.

« Forms Management Counecil.

2. Abtendance at Equipment Exhibits Demonstrations and Briefings.

25X1 . - Davidson Corporation - offset
' , ' puent. »

25X1 . |~ Haloid Zerox - Use of the 0Lk
Zerox Printer to wske r offeset systeus masters.

25X1 .| ~ Addressograph - Multigraph
Jorp. - Offset Systeus Printing and Collating Equipment.

. - |~ RCA ~ Computers 25X1

and relsted equipwent.

25X1 . - Thompson, Ramo, Wélridge, Ine, - Computers and

, related squipment.
25X1 . | - Gellant, Inc. - Thermo-fax.
25X1 } . - MeGregor and Werner - Filing supplies

and equipment, composing equipment and related items.
+ A1l staf? weuwbers - CIA Bupport Exhibit.

25X1 o |- OCR Minicard and Intellofsx Systems Briefing.
25X1 . -~ IBM ~ Haticnal Belence Foundation Com-
ne pe

25X1 . - UBAF Btaff Message Center - Automated sequencing

aonRs offeet printing presses.
3. Trips, A
25X1 .%- RCA Cowputer Service Center, Cherry-#ill, N. J.
st pample contimious forms on the RCA-printer,

25X . - Moore Business Forms, Thwuont, Mi. - To view
operations of a large specialty forms manmufacturer.

25X . - Newv York Business Show - To reviev latest sywtems
and nquiwent.

25X1 o | | - MeGregor Carbom Foruws Co. and Codo, Inc.,

Coraopolls, Pa. - To view memufacturing operations and to
discuss research and development work on earbons, hecto
uasters and typewriter rivhons.

L. Bxternal Training.

25X1 |

. | AMA Autometion Confersnce in New York.
25X1 ’ | = RCA Bystews Analysis Course.
. NARE Records Menagement Workshop.
25X1 ' American University's course in Administration
& of & Records Program -~ Creation.
25X1 | = Arlington County School Board's Introduction to
Elecvtronic Computers and Menagement Control.
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5.

7.

8.

Internsl Trainlng.

+ All staff meugbers - Agency Couputer Oriemtation.

. - Logistlice Bupport.

of |- Advanced Writing Workshop for Stsff Writing.

Training Given.

o[ ]iInstructed in Forms Management at the American
Universlty's Seventh Institutegon Records Management.

o[ Ppcke at Forms Officer meetings in the Depertments
of Commerce and Army.

. Previewed the Forus Management Workshop for Records
Management Btaff mevbers.

Peracnnel changea .

o | retired in October after mors
than 30 years of Federal service.
. transferred to Records Systews and Dis-

I—ﬁz—m—w n April. She was replaced by[ | 25X1

Conmendation.

of _|was commended by the Assistent
Director, Office of Basic Intelligence, for the excel-
lence of his technical assistense in a forms problem,

V. Program chaws

1.

Because of | |transfer to Internal Revenue
Bexrvice, the Agency's Correspondence and Reports Mansgement
progravs wers transferred to thia steff.

25X1
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